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Enrolling in an On-Duty Class 

General Instructions 
This Step-by-step Instruction explains how to enroll in an On-Duty class. 

Step-by-step instructions are provided for the tasks listed below. Select the task to go 
directly to it. To return to this page, select the  arrow. 

• Requesting Enrollment in an On-Duty Class  (E-6 and Below) 

• Requesting Enrollment in an On-Duty Class  (E-7 and Above) 

• Requesting Enrollment in an On-Duty Class (Civilian/Other Service Members) 

• Viewing On-Duty Class Enrollment Information  
 

 Business Policies  
• Army Education Centers provide several On-Duty programs, including but not 

limited to: 
 Basic Skills Education Program (BSEP) for Soldiers who want to improve general 

reading, language, and math skills, and Test of Adult Basic Education (TABE) 
scores  

 GT Improvement  for Soldiers who want to improve their GT scores 
 General Education Development (GED) Test Preparation  for Soldiers who 

enlisted without a high school diploma or GED  
 Reading Skill Development  for Soldiers planning to attend advanced military 

schooling who want or need to improve their reading skills  
 Preparation for Post-Secondary School for Soldiers who need help preparing for 

placement tests or classes  
 Professional Development for Soldiers needing to improve specific professional 

skills. Commanders or Army Education Counselors may refer Soldiers for any part of 
the program. 

• Soldiers with the rank of E-6 and below must obtain Commander approval to 
attend an On-Duty class.   

• Soldiers with the rank of E-7 and above can confirm their own On-Duty class 
enrollment.  

• Civilians and other service members can confirm their own On-Duty class 
enrollment.    

• After confirmation to take an On-Duty class, Soldiers, civilians and other service 
members will receive email notification. 

• Army Education Counselors can assist with On-Duty class enrollments. 
• Once the class has ended, no further updates can be made, except adding a 

grade. 
• Grades are pass/fail only, and are not included in the Soldiers Army Tuition 

Assistance Grade Point Average (TA GPA).   
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

Use the following steps to request enrollment in an On-Duty class for Soldiers with a 
rank of E-6 and below. 
Note:  Screen images in this document may vary slightly from the current GoArmyEd portal.  

1.  Log into GoArmyEd at www.goarmyed.com with your user name and 
password. 

 

2.  Your GoArmyEd homepage appears.  

3.  In the Smart Links section, select “On-Duty Courses.”. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

4.  The On-Duty Enrollment Request screen appears.  Select the magnifying glass 
icon in the “Class ID” field. 
Note:  Fields marked with an asterisk must be completed. 

 

5.  The Look Up Class ID screen appears with a list of On-Duty classes.  Select 
the On-Duty class you want to view. 
 

 
 
Note:  You can select any column heading to sort in ascending order. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

6.  The On-Duty Enrollment Request form appears.  Review the Class Details 
section, including:    

• Start and end date 

• Start and end time 

• Days of the week class is held 

• Location:  Building and Room 

• Class Description 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

7.  To select a different On-Duty class, select the magnifying glass icon  to 
return to the previous Look Up Class ID screen. 

 

8.  Select the drop-down arrow in the “Objective” field and select the reason you 
are requesting to attend this particular On-Duty class. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

9.  Soldiers with the rank of E-6 and below must obtain Commander approval to 
attend an On-Duty class one of two ways:  email or print option. 
 
Email Option: 
 
You can choose to send an email to your Commander for approval to attend an 
On-Duty class by checking the “Send Electronically?” check box or go to 
Step 11 to print the form.  The form requires your Commander’s signature. 
. 

 
 
 
A pop-up message appears stating an email will be sent to your Commander, 
and you do not have to submit a paper form to be signed for approval to attend 
the On-Duty class. 
 

 
 
The Commander Information section appears.  You must complete the 
“Name,” “Phone,” and “Email” fields.    
 

 
Select the “Submit” button to send the email. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

10.  After selecting the “Submit” button, a message appears stating your 
enrollment request has been submitted and the Commander must approve or 
disapprove your request to attend the On-Duty class.   Select “OK.”   
 

 
 
You will receive email notification informing you of your Commander’s decision.
 

11.  Print Option:   
 
To print the On-Duty Enrollment Request form, select the “Submit” button.  
 
Soldiers with the rank of E-6 and below must obtain Commander approval to 
attend the On-Duty class.  The signed form must be returned to your Army 
Education Center. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

12.  After selecting the “Submit” button, a message appears stating your 
enrollment request has been submitted and the Commander must approve or 
disapprove your request to attend the On-Duty class.   Select “OK.” 

 
13.  The “Enrollment Status” field displays Issued and your Commander’s 

approval is needed to confirm your enrollment in the On-Duty class. 
 
Select the “Print and Sign On-Duty Enrollment Request Form (PDF)” 
button. 
 

 
14.  A screen appears stating the report is running.    

  

15.  After the report is completed, a screen appears with the following message.  
Select the “Click here to view the report” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

16.  The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information.   
 
Soldiers with the rank of E-6 and below must obtain a Commander's approval 
to attend the On-Duty class.   The signed form must be returned to your Army 
Education Center to confirm the approval or disapproval and date and time in 
your Student Record.    After your On-Duty class enrollment is confirmed, you 
will receive a confirmation email.  
 

 

17.  Select the “X” in the upper right-hand corner of the screen to close the On-Duty 
class enrollment form. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-6 and Below) 

18.  Select the “Close Window” link to return to your homepage.  

 

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

Use the following steps to request enrollment in an On-Duty class for Soldiers with a 
rank of E-7 and above. 
Note:  Screen images in this document may vary slightly from the current GoArmyEd portal.  

1.  Log into GoArmyEd at www.goarmyed.com with your user name and 
password. 

 

2.  Your GoArmyEd homepage appears.  

3.  In the Smart Links section, select the “On-Duty Courses” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

4.  The On-Duty Enrollment Request screen appears.  Select the magnifying glass 
icon in the “Class ID” field. 
Note:  Fields marked with an asterisk must be completed. 

 

5.  The Look Up Class ID screen appears with a list of On-Duty classes.  Select 
the On-Duty class you want to view. 
 

 
 
Note:  You can select any column heading to sort in ascending order. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

6.  The On-Duty Enrollment Request form appears.  Review the Class Details 
section including:    

• Start and end date 

• Start and end time 

• Days of the week class is held 

• Location:  Building and Room 

• Class Description 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

7.  To select a different On-Duty class, select the magnifying glass icon  to 
return to the previous Look Up Class ID screen. 

 

8.  Select the drop-down arrow in the “Objective” field and select the reason you 
are requesting to attend this particular On-Duty class. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

9.  Soldiers, E7 and above, can confirm their On-Duty class enrollment.   Select 
the “Confirm Now” radio button to confirm your On-Duty class enrollment.   
 

 

10.  Select the “Submit” button to submit the enrollment. 

 
11.  A message appears stating your enrollment request has been submitted.   
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

12.  The “Enrollment Status” field displays “Confirmed.”  You are now enrolled 
in the On-Duty class and will receive a confirmation email.  
 

 
13.  Select the “Print On-Duty Enrollment Confirmation Form (PDF)” button to 

print the On-Duty enrollment confirmation for your records. 

  

14.  A screen appears stating the report is running.    

   
15.  After the report is completed, a screen appears with the following message.  

Select the “Click here to view the report” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

16.  A  Confirmation of On-Duty Training PDF form appears with the On-Duty 
class information confirmed.    
 

 

17.  Select the “X” in the upper right-hand corner of the screen to close the On-Duty 
class enrollment form. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

18.  Email Option: 
 
You can choose to send an email to your Commander for approval to attend an 
On-Duty class by selecting the “Confirm by Commander” radio button.    
 

 
 
Check the box next to “Send Electronically?” and enter the Commander’s 
name, phone, and email. 
 

 
 
A pop-up message appears stating an email will be sent to your Commander 
and you do not have to submit a paper form to be signed for approval to attend 
the On-Duty class. 
 

 
 
The Commander Information section appears.  You must complete the 
“Name,” “Phone,” and “Email” fields.    
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

19.  Select the “Submit” button to send the email 

 

20.  A message appears stating your enrollment request has been submitted and 
the Commander must approve or disapprove your request to attend the On-
Duty class.   Select “OK.”   
 

 
If approved to take the On-Duty class, you will receive a confirmation email. 
 

21.  Select the “X” in the upper right-hand corner of the screen to close the On-
Duty class enrollment form. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

22.  Print Option:   
 
Select the print option to print the On-Duty Enrollment Request form to obtain 
a Commander's approval to attend the On-Duty class.  The signed form must 
be returned to your Army Education Counselor. 
 
To print the On-Duty Enrollment Request form, select the “Confirm By 
Commander” radio button.  
 

 

23.  Select the “Submit” button.  

 

24.  After selecting the “Submit” button, a message appears stating your 
enrollment request has been submitted and the Commander must approve or 
disapprove your request to attend the On-Duty class.   Select “OK.” 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

25.  The “Enrollment Status” field displays Issued.  Select the “Print and Sign 
On-Duty Enrollment Request Form (PDF)” button.    

 

26.  A screen appears stating the report is running.    

   

27.  After the report is completed, a screen appears with the following message.  
Select the “Click here to view the report” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(E-7 and Above) 

28.  The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information.  The signed form must be returned to your Army 
Education Center to confirm the approval date and time in your Student 
Record.     
 
After confirming your On-Duty class enrollment, you will receive a confirmation 
email.  
 

 

29.  Select the “X” in the upper right-hand corner of the screen to close the On-Duty 
class enrollment form. 

 

30.  Select the “Close Window” link to return to your homepage.  
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

Use the following steps to request enrollment in an On-Duty class for civilians and other 
service members. 
Note:  Screen images in this document may vary slightly from the current GoArmyEd portal.  

1.  Log into GoArmyEd at www.goarmyed.com with your user name and 
password. 

 

2.  Your GoArmyEd homepage appears.  

3.  In the Smart Links section, select the “On-Duty Courses” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

4.  The On-Duty Enrollment Request screen appears.  Select the magnifying glass 
icon in the “Class ID” field. 
Note:  Fields marked with an asterisk must be completed. 

 

5.  The Look Up Class ID screen appears with a list of On-Duty classes.  Select 
the On-Duty class you want to view. 

 
Note:  You can select any column heading to sort in ascending order. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

6.  The On-Duty Enrollment Request form appears.  Review the Class Details 
section including:    

• Start and end date 

• Start and end time 

• Days of the week class is held 

• Location:  Building and Room 

• Class Description 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

7.  To select a different On-Duty class, select the magnifying glass icon  to 
return to the previous Look Up Class ID screen. 

 

8.  Select the drop-down arrow in the “Objective” field and select the reason you 
are requesting to attend this particular On-Duty class. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

9.  Civilians and other service members can confirm their own On-Duty class 
enrollment.  Select the “Confirm Now” radio button to confirm your On-Duty 
class enrollment.   
 

 

10.  Select the “Submit” button to submit the enrollment. 

 
11.  A message appears stating your enrollment request has been submitted.   
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

12.  The “Enrollment Status” field displays “Confirmed.”  You are now enrolled 
in the On-Duty class.   

 
13.  Select the “Print On-Duty Enrollment Confirmation Form (PDF)” button to 

print the On-Duty enrollment confirmation for your records. 

  

14.  A screen appears stating the report is running.    

   
15.  After the report is completed, a screen appears with the following message.  

Select the “Click here to view the report” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

16.  A  Confirmation of On-Duty Training PDF form appears with the On-Duty 
class information confirmed.  
   

 

17.  Select the “X” in the upper right-hand corner of the screen to close the On-Duty 
class enrollment form. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

18.  Email Option: 
 
You can choose to send an email to your Commander for approval to attend an 
On-Duty class by selecting the “Confirm by Commander” radio button.    
 

 
 
Check the box next to “Send Electronically?” and enter the Commander’s 
name, phone, and email. 
 

 
 
A pop-up message appears stating an email will be sent to your Commander 
and you do not have to submit a paper form to be signed for approval to attend 
the On-Duty class. 
 

 
 
The Commander Information section appears.  You must complete the 
“Name,” “Phone,” and “Email” fields.    

 



Non-TA Student Enrolling in an On-Duty Class  

Version 3, Last revised:  14 Nov 2011    Green underlined text designates new information or changes           Page 30 of 35   

Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

19.  Select the “Submit” button to send the email 

 

20.  A message appears stating your enrollment request has been submitted and 
the Commander must approve or disapprove your request to attend the On-
Duty class.   Select “OK.”   
 

 
If approved to take the On-Duty class, you will receive a confirmation email.  
 

21.  Select the “X” in the upper right-hand corner of the screen to close the On-
Duty class enrollment form. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

22.  Print Option:   
 
Select the print option to print the On-Duty Enrollment Request form to obtain 
a Commander's approval to attend the On-Duty class.  The signed form must 
be returned to your Army Education Counselor. 
 
To print the On-Duty Enrollment Request form, select the “Confirm By 
Commander” radio button.  
 

 

23.  Select the “Submit” button.  

 

24.  After selecting the “Submit” button, a message appears stating your 
enrollment request has been submitted and the Commander must approve or 
disapprove your request to attend the On-Duty class.   Select “OK.” 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

25.  The “Enrollment Status” field displays Issued.  Select the “Print and Sign 
On-Duty Enrollment Request Form (PDF)” button.    
 

 

26.  A screen appears stating the report is running.    

   

27.  After the report is completed, a screen appears with the following message.  
Select the “Click here to view the report” link. 
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Step-by-Step Instructions for Requesting Enrollment in an On-Duty Class  
(Civilian/Other Service Members) 

28.  The Request to Attend On-Duty Training PDF form appears with the On-
Duty class information.  The signed form must be returned to your Army 
Education Center to confirm the approval date and time in your Student 
Record.  After confirming your On-Duty class enrollment, you will receive a 
confirmation email.  
 

 

29.  Select the “X” in the upper right-hand corner of the screen to close the On-Duty 
class enrollment form. 

 

30.  Select the “Close Window” link to return to your homepage.  
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 Step-by-Step Instructions for Viewing On-Duty Class Information  
Use the following steps to view On-Duty class enrollments. 
Note:  Screen images in this document may vary slightly from the current GoArmyEd portal.  

1.  Log into GoArmyEd at www.goarmyed.com with your user name and 
password. 

 

2.  Your GoArmyEd homepage appears.  

3.  Once approved to take an On-Duty class, your On-Duty class can be viewed 
on your homepage under the My Education section. 
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 Key Points to Remember  
• Soldiers with the rank of E-6 and below must obtain a Commander's approval to 

attend the On-Duty class.  
• Soldiers with the rank of E-7 and above can confirm their own On-Duty class 

enrollment.   
• Civilians and other service member can confirm their own On-Duty class 

enrollment. 
• Once approved to take an On-Duty class, you will receive a confirmation email.  

 
 


